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Standard Operating Procedure 
Supply Access Distribution 


Subject: Supply Access for Medical Shelter Sites 


1. Introduction 


The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
Medical Shelter Site Management on managing supplies for staff and departments 
at Medical Shelter sites. 


As an effort to manage inventory stock and maintain supplies, arranging a 
distribution access guideline will be important. 


2. Procedures 


e Supply Access 
o Most supplies will be located in a designated storage room to be managed 
by Site Management. Post necessary signage on the level of access each 
storage location may require. 
e Example: If a room contains Medical supplies that should only be 
accessed by designated Clinical staff, post that this room’s access 
is RESTRICTED on the door. 


o Site Management should continually check in with all departments to 
determine if supplies may be anticipated. 


o Forregularly used supplies, create some open supply in an accessible 
area. Communicate and post signage around what supplies are available 
for teams to stock from without needing additional access. 

e Example: Office supplies 


e Example: Clothing — Within storage room, clothing bins were 
arranged per item and size that were accessible as needed for 
Client Services without interfering with the inventoried stock 
clothing that was located on different shelving areas within the 
room. 


3. References 
- SOP 137 — Inventory Management 
- SOP 138 — Inventory Storage 


